State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

POST AND BID POSITION ANNOUNCEMENT
Bargaining Units 1, 4, and 11

1. DATE OF POSTING

07/28/08
POSITION INFORMATION
2. CLASSIFICATION 3. SAP POSITION NUMBER 4. DWR POSITION NUMBER
Management Services Technician 50002266 2510-5278-001
5. SALARY RANGE 6. PAY DIFFERENTIALS THAT APPLY TO POSITION 7. WORKING HOURS OF POSITION
$2495 - $3426 n/a 0700-1530
8. DIVISION/BRANCH/SECTION 9. GEOGRAPHIC LOCATION
O&M, San Joaquin Field Division/Administration Bakersfield
10. TENURE (Check one) 11. TIME BASE (Check one)
Permanent EI Limited Term No. of Mos. Full-time EI Fractional (specify) EI Intermittent

SPECIFIC QUALIFICATIONS AND REQUIRED SKILLS (Attach a separate sheet if additional space is needed.)
12. TECHNICAL AND PROFESSIONAL SKILLS AND ABILITIES
Maintains and monitors the Budget Summary for monies reimbursed from San Joaquin Delta College for the

Apprenticeship Program. Computer knowledge needed to obtain exam scores and hours worked data to
compute and evaluate each apprentices progress and identifies range change eligibility and projected
graduation dates. Compile and compose reports to submit to the Training Center Supervisor and JAC
Chairperson and Secretary. Corresponds with JAC Secretary and San Joaquin Delta College staff.

Gathers, analyzes, and compiles data from class instructors within DWR to create HEP and Utility Crafts class
schedules in Excel spreadsheet format. Monitors and updates class schedules as changes occur and notifies
web master of revisions. Prepares attendance rosters for instructors prior to each class and distributes
classroom evaluations. Must have good communication skills.

13. LICENSE AND/OR CERTIFICATION REQUIREMENTS

14. PHYSICAL ABILITIES TO PERFORM ESSENTIAL FUNCTIONS
Ability to bend, stoop and reach for filing; strength to lift up to 25 Ibs; finger dexterity to operate computers.
Must have a valid California Driver's License, as travel throughout the field division will be required.

15. OTHER DEPARTMENTAL REQUIREMENTS

16. DUTY STATEMENT/DESCRIPTION OF DUTIES
See link on vacancy list

FILING INSTRUCTIONS (To be completed by DWR Personnel Office)

17. FINAL FILING DATE 18. TIME (Units 1 and 4 only) 19. POSTMARKS ACCEPTABLE
08/08/08 5:00 pm [Cdves NO

20. WHERE TO OBTAIN BID FORM (Click on URL to link to bid form)
Post and Bid Application (DWR 9576)

21. SUBMIT BID TO:

NAME: Kim De Mille

ADDRESS: 1416 Ninth Street, Room 320, Sacramento, CA 95814
TELEPHONE NUMBER: (916) 653-6601

FAX NUMBER: (916) 653-9629

EMAIL ADDRESS: kdemille@water.ca.gov

22. WINDOW PERIOD EMPLOYEE MUST BE AVAILABLE FOR CONTACT (Units 1 and 4 only) | NOTE: If selected, the start date must be no earlier than
14 calendar days and no more than 30 calendar days from
the acceptance date unless otherwise agreed to by the
08/21/08 current hiring supervisors.

23. EXPECTED REPORTING DATE TO POSITION (Unit 11 only) NOTE: If selected, the start date will be the date indicated
unless otherwise agreed to by the current hiring
Supervisors.

DWR 9575 (New 3/05)


http://wwwdms2.water.ca.gov/mao_public/forms/9576.pdf

	Text2: 07/28/08
	Text3: Management Services Technician 
	Text4: 50002266
	Text5: 2510-5278-001
	Text6: $2495 - $3426
	Text7: n/a
	Text8: 0700-1530 
	Text9: O&M, San Joaquin Field Division/Administration
	Text10: Bakersfield
	Text11: 
	Text12: Maintains and monitors the Budget Summary for monies reimbursed from San Joaquin Delta College for the Apprenticeship Program.  Computer knowledge needed to obtain exam scores and hours worked data to compute and evaluate each apprentices progress and identifies range change eligibility and projected graduation dates.  Compile and compose reports to submit to the Training Center Supervisor and JAC Chairperson and Secretary.  Corresponds with JAC Secretary and San Joaquin Delta College staff.  
Gathers, analyzes, and compiles data from class instructors within DWR to create HEP and Utility Crafts class schedules in Excel spreadsheet format.  Monitors and updates class schedules as changes occur and notifies web master of revisions.  Prepares attendance rosters for instructors  prior to each class and distributes classroom evaluations.  Must have good communication skills.  
	Text13: 
	Text14: Ability to bend, stoop and reach for filing; strength to lift up to 25 lbs; finger dexterity to operate computers.  Must have a valid California Driver's License, as travel throughout the field division will be required.

	Text15: 
	Text17: 08/08/08
	Text18: 5:00 pm
	Text22: Kim De Mille 
	Text23: 1416 Ninth Street, Room 320, Sacramento, CA  95814
	Text24: (916)653-6601
	Text25: (916)653-9629
	Text26: kdemille@water.ca.gov
	Text27: 08/21/08
	Text28: 
	Text1: 
	Radio Button1: Yes
	Radio Button2: Yes
	Radio Button20: Yes


